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= Define terms, concepts, and procedures
related to new hire process.

= Explain the difference between
transactions PA40, PA30, and PA20.

= Demonstrate how to review, to update and
to correct employee master data record.

= Delete a personnel action.
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Chapter Overview

This chapter contains information on using transaction PA30 to maintain and
correct the master data records of state employees, including changes to
address, bank details, tax, and other information.

Menu Path for PA30
To locate the personnel administration transaction codes use the following menu
path:

Human Resources>Personnel Management>Administration>HR Master
Data>PA30 Maintain

Employee Master Data Maintenance

Throughout the lifecycle of an employee at the State of Arkansas, many
situations require adjustments and modifications to employee personnel records,
including change to address information, bank details, taxes, and so on. AASIS
offers two transactions for maintaining employee data.

Personnel Actions (PA40) is used for more complex changes such as a change
in pay or transfer. Infotypes are maintained sequentially within the personnel
actions ensuring that all data relevant to particular personnel procedures are
recorded and all records are properly delimited in the system. Note: use PA40
(not PA30) to maintain anything affecting salary.

Maintain Master Data (PA30) is used to maintain specific employee records
outside of an action. This screen provides access to individual infotypes. If the
appropriate Personnel Action does not exist, maintain master data by adjusting
or modifying data through infotypes found in transaction PA30. For example:
setting up the Objects on Loan (ITO040).

Display Information (PA20) displays the same information that is maintained in
PA30. Use this display only transaction when you need only to view an
employee’s information.

Words of Caution on Making Changes

Consult the Bi-Weekly Schedule of Pay Periods issued by OPM for pay period
begin dates. The effective date must not be earlier than the beginning of the first
pay period of the fiscal year. If master data requires correction before the
beginning of the fiscal year limit, an agency request and justification must be
submitted for approval by OPM.

If master data updates are processed incorrectly, an error message may be
received or an employee’s pay may be affected. Itis a good practice to request
a payroll simulation be performed by Agency Payroll System Management staff.

Master Data updates performed on the Monday morning of pay week (or the
morning of the day OPM/State Payroll Systems runs payroll,) must be completed
before 12 o’clock noon.
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If a deletion message is received, check your entries. Continuing to process
could result in the loss of valid information. Agencies may delete an action but
should never delete a personnel number. Only OPM/State Payroll Systems has
the authority to delete a personnel number. Please refer to How to Delete a
Personnel Action located later in this chapter.

Individual Infotype Maintenance (PA30)

PA30 is used to:
e Correct errors made during initial master data entry.
e Populate infotypes skipped during initial master data entry.
e Add additional information.

Maintain HR Master Data
[ 17| 2 e
Personnel no. Beo7
Marne Molly Dukane
EE group 1| Regular State E.. Pers.area PT13 | Daisy State Park
EE subgroup LE | Employee Cost Center 443657 WIS Equip Trfs 9.
m Addtl. Employee Data . Employment Issues . Career Management I 15
Infotype text |E| |—| Period
| |Actions o [+ | @Period
| |Personal Data o [+] Fram Ta
_Drganizational Assignrnent o O Taday O Curr week
| |Addresses o O Al ) Current month
| |Basic Pay L4 O From curr date O Last week
| |Family Member/Dependents O Tao Current Date O Last maonth
| [Residence Status v O Current Period O Current ¥ear
| |Additional Personal Data W [=] |E| — |
Communication [~]
Direct selection
Infotype =Ty

@ Tricks and Tips for working with PA30

For ease in locating different records, the AASIS system sorts PA infotypes into
tabbed categories. Green checks indicate existing employee records. Access
an infotype by:
e Selecting the infotype listed on the tab.
e Entering the infotype number or key word in the Infotype field located on
the Maintain HR Master Data screen. AASIS provides a list of all the
infotype(s) related to a designated search term.
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Addtl. Employee Data

Employment lssues

Career Management

e

Tab

Infotype text

Periol

Actions
FPersonal Data

| |Organizational Assign
_Addlresses Infotype
Basic Pay

Farily MemberDependents
Residence Status
Additional Personal Data
Communication

@ Period

From
O Today
O Al
O From curr.date
O To Current Date
O Current Period

To

O Currweek

O Current maonth
O Last week

O Last month

O Current Year

AN RSN Y

s

Chonse

] s m  En Y

Direct selection
Infotype

STy

Navigating the Tabs

j Infotype field

Maintaining infotypes requires moving from tab to tab. Here are three ways to do

SO.

Click on the individual tabs.
Click on the white arrows to move from one tab to the other.

Click on the white box with lines

. This activates a drop down box

listing all available tabs. A black check mark reflects the tabbed list of
most current infotypes. For example, the black check is next to Taxes.
Looking at the Taxes tab, you may view all related infotypes.

&

i}

A H e@a@ SR anoan BRI @ m

Maintain HR Master Data

[1{74| %) e e s

2607

Maolly Dukane
Regular State E
UE | Employee

Personnel no.
MName
FPers.area
Cost Center

EE group 1
EE subgroup

-~ Employment lssues .' Career Management

isy State Park
MIS Equip Trfs 9.

Benefits | Payroll

Garnis...

Personal Data

| |IRS Limits USA
| |Other Taxes US

(0] T (D]

O To Current Date
O Current Period

Infotype text |E| |_| Period
Residence Tax Areal 4 ® Period
:Work Tax Area 14 From To
Unemploymeant State 4 O Taday O Currweek
:Withholding Info WaAMS LIS 14 QA O Current maonth
Add. Withh. Info. US O From curr.date O Last week

O Last month
QO Current *ear

(=

Choose

Addtl. Employee Data

Employment lssues

Career Management

Eenefits

Payrol%Z
v Taxes

Garnishments

Time

Direct selection
Infotype

STy
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Access the selected infotype by clicking the appropriate command for the type of
work required.

& D4 H  @a@ DEE ITmLas EE @D
Maintain HR Master Data
0[] ][] B T

Personnel no. 2607
Marme Mally DuKane
EE group 1| Regular State E.. Pers.area PT13 | Daisy State Park
EE subgroup LE | Employee Cost Center 443667 MIS Equip Tris 9.
" Ermployment lssues .l Career Management | Benefits . Payroll 4 Garnis... |1 <]
Infotype text |E| |—| Period
Residence Tax Area v [l | ®Period
:Wurk Tax Area W [+] Fram Ta
| |Unemplayrment State 14 ﬂ O Today O Curr.week
| [Withholding Info W4ME US o O Al O Current month

Maintaining Master Data Records

PA30 allows the user to maintain individual infotypes in the Master Data. Be
sure to have approved documentation that supports the need for making the

changes.

Before changing any information, review current and previous records of the

2

specific infotype by selecting <Overview> I==I. This allows for viewing of the
infotype history without making any changes. The example below reflects the
change made for this employee on June 28, 2009. The record with an End Date

of 12/31/9999 is the most current and active record.

& B dH @@ € B EEIEmTAOs8 ) EE @B
List Actions
Pers.Mo. 2607
Marme Mally DukKane
EE group 1| Regular State Empl. Personnel ar PT13 Diaisy State Park
EE subgroup UE | Employes SSN
Choose B1/01/1800] 1o 12/31/99398

Start Date |End Date At |Acti0n Type |ActR |Reasun far action |C |E]
| 05228/2009 § 12/31/9993  |YD  Pay Plan Implementation 01 Pay Plan Implementation 0 3
| |D5A05/2005 | OB/27/2003  BZF  Hire 01 Mew Hire o 3

Three commands are used to change information and it is very important you
understand how each affects data.

3-6
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—J <Change>

The Change function allows you to correct an existing record
without creating a new infotype record. This function should be
used only to edit incorrect data and not to update data.
Changes to an infotype will result in overwriting and deleting of
the current record. Use caution when using the change
function.

<Copy>

The Copy function allows you to update an infotype and to
create history. However, unlike the Create function, the current
data defaults on the screen. To edit the existing data, enter a
different Start Date to save as a new infotype record. The old
record is delimited but remains on file.

<Create>

The Create function allows you to create new data. Infotype
history is created using the appropriate validity periods. Use
this function for an infotype that has not been created.

@ Tricks and Tips: Searching by Employee’s Name

Action Steps:

1. Enter PA20. <Enter> .

=

3‘ Pa20

Ienu Edit Fawarites Extras System Help

E] ORISR R E s RN

SMS}; Access AASIS MENU

BlErs) @82 <=

B> [ Favorites
= ] SAP menu

2. In the Personnel No. field; click to activate the search box.

=g

&

HE master data Edit Goto  Extras  UWtilities  Settings  System Help

1E @@ 2 HE BDa8 [

i

Display HR Master Data

Personnel no.

January 2010
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3. In the Last Name field, enter the person’s last name.
4. <Green check mark> .

IIII:f'F'ersannel Mumber (1)

Lazt name - First name

FPerzonnel ID Mumber q Organizational assignment I I

Lazt name E Ramse
First mame y\iz

Buzineszsz Area

« |5 |H|=E|

5. Scroll through the list for the person’s first name or birth date and click on the
name to view.

6. <Start search>. View all of the information to verify whether this is the same
person. In this case, three Rick Ramsey records are listed.

il:B’F'ersnnneI Mumber {11 10 Entries found [=]
Lasgt name - First name | | El
7]
PRI == = =R Y
Las \@ Ramsey
First{ 6 [|Ti..|Birth date |Pers.No. |Start Date |End Date |
Gail 04/22/1963 00002359 04/22/19653 12/31,/9999
Georgia 04/22/1963 00002358 04/22A19653 12/31,/9999
John 04/22/1963 00002180 04/22A1953 12/31,/9999
Fat 042241963 00002179 042215963 12/31/9399
Rhonda 042241963 00000534 042211963 127319399
Rhonda 04 5 3 00001434 04221963 12/31/2339
Rhonda ] 3 00001857 042211963 12/31/2999
Rick 422963 00000635 042241963 12431,/49999
Rick 04221963 00001435 0422115963 12/31,/9999
Rick 0422415963 00001858 042241963 12/31/299599
10 Entries found | i_
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7. Select the Personal Data (IT0002).

8. <Display> &‘-’ﬂ.
=
HE ma pta  Edit Goto  Extras Litilities  Settings  System Help
& 8 A H e DHE anoan | BDE @ m

A
%I'?/( Display HR Master Data
==

Personnel no.

HL12| Mississippi County
B27017 CFk BALD100

B35

Rick Ramsey

EE group 1| Regular State E ..
UE | Employee

MNarme
Pers. area

EE subgroup Cost Center

m Addil. Employee Data . Employment Issues . Career Management

—
Infotype text / 7 |E| ’_| Feriod
Actions /_ (=] @ Period
Personal Data o (=] From To

| |Drganizational Assignment o O Today 2 Curroweek
Addresses o Oy Al O Current month

_Eiasic: Pay L% O From curr. date O Last week

| |Family Member/Dependents L O To Current Date O Last month

| |FResidence Status L O Current Period 2 Current Year
Additional Personal Data o = |'E| Choose I
Communication [=]

Compare the social security numbers to verify a match. If the social security
numbers do not match, search by social security number.

[=
Infotype Systerm  Help

& A H I @@ CEE Enas | EE @D

Extras
E

Edit Goto

Display Personal Data

EEE

Personnel Mao! 535 Mame Rick Ra.|Status Whfith drawn
EE group 1| Regular State Empl.__Personnel ar HL12 Mississippi County
EE subgroup LE | Employee [ SEN 289-19-2136
Start O4/22/1963 To T 3T/ 39599 Changed on [EL= g BE =i E| BF: | RCWRIGHT
Mame
Title [ Mame Format (1]
Last narme Ramsey Birth name
First narne Rick Second name

January 2010
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Common Updates and Maintenance in PA30

Changing Addresses (Infotype 0006)

Keeping the address current is important because it affects payroll, benefits, etc.
Employee address changes require related forms be sent to APERS and other
voluntary product providers. If the employee moves to Texarkana, Arkansas, be
sure to update the Residence Tax Area (IT0207.)

If making an update, such as when the employee moves, use <Copy> = and
enter a date from the beginning of the current pay period. The effective date must
not be earlier than the beginning of the first pay period of the fiscal year. If the
effective date for the address correction extends beyond the beginning of the first
pay period of the fiscal year limit, the agency must send a request with
justification to OPM.

Scenario: Rick, an employee, notices his address remains incorrect. Use

&

<Change> = within PA30 to correct a record because it has been incorrect
since the hire date.

Action Steps:
1. Enter Personnel no.
2. Select Addresses.

3. <Change> E=.
L] 3 B A H  S@@  DEE Bmatmaxn | EE G D
= aintain HR Master Data
D2 @]z 1
FPersannel no. 1435
Marme Rick Ramsexy
EE group 1| Regular State E.. Pears.area HLE4 | Bradley County
EE subgroup UE | Employes Cost Center 27017 OF K BALDT00O
m Addtl. Employee Data | Employment Issues |, Career Management 111 al
Infotype tesxt |E | |_| Period
| |Actions » [+]| | ® Period
| |Personal Data o =] From To
| |Drganizational Assign o O Today O Curr.week
Addresses: 2 Cd O Al O Current rmanth
| |Basic Pay L O From curr.date O Last week
| |Family Member/Dependents L4 O Ta Current Date O Last month
| |Residence Status L O Current Period O Current fear
_Additiunal Fersonal Data o [=] |E| Elhmes I
Communication [~]
Direct selection
Infotype STy
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N o gk

Enter the hire date.
Correct the employee’s address.

<Enter> to validate the information.
<Save> to save the information.

@% 6

n AENC@® S HE S0 a0 HE @B

Change Addresses \“
| 7|
Personnel Ma 1435 MName Rick Ra. | Status Withdrawn

EE group 1| Regular State Empl.  Personnel ar HLE4 Bradley County
EE subgroup LE | Employes S5M
Start 09/0y/ 2004 to 1243179999 Changed on |09/23/2004 |RCWRIGHT
Address 4

Address type Permanent residence el

c/o

Address line 1 1577 Pink QOrchid Way %E

Address line 2

City/county LITTLE ROCK

State/zip code AR Arkansas 72205

Country Key USA e

Telephone Mumber

Changes to Withholding Info W4/W5 (Infotype 0210)

The Withholding Info W4/W5 US (IT0210) stores the information used by payroll
to calculate withholding tax. Periodically, this information may change due to
family situations or an employee elects to have additional payroll taxes withheld.

Any change to the employee’s tax status must be effective the day after the last
Receive Warrant Date to ensure accurate calculation of the taxes withheld.

Using any other date may cause a retro-calculation producing an incorrect payroll
result. When making changes, be sure to clarify if the change applies to State
taxes, Federal taxes, or both.

Scenario: Oprah Freeman got married. On Feb.7, 2009, she elected to make
changes on her tax deductions by submitting revised Federal and State W4/W5
forms. These changes affect an employee’s payroll, so history must be

I3 within PA30.

maintained for this infotype using <Copy>
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Action Steps for changes for
1. Enter the Personnel no.

Arkansas Withholding Information:

2. Select Withholding Info W4/W5 from the Taxes tab.

| =
. e
3. <Overview> =,
HE rmaster data Edit Goto Extras Utilities Settings Systermm Help

& Bl A H I &&Ee& | D0 3 Tmasn EE & D

Maintain HR Master Data

Personnel no. 2e0o0

ClizlmlDE s 3
—— 1

Oprabh Freeman

Marme
EE group 1| Regular State E.. Pers.area PT14| DeGray Lake Resort Stat...
EE subgroup UE | Employee Cost Center 443657 IS Equip Trfs 9.
? Employment Issues '. Career Management , Benefits . Payroll Garnis... [, ]
Infotype text |E| I_l Period
Fesidence Tax Area o E' @ Period
:Work Tax Area 2 o (=] From Tao
| |Unernployment State L O Today O Curr.week
pvithholding Info WaANE = i Al O Current month
| |Add Withhe Info. LIS ) From curr. date O Last week
T=I=R BTN R [=FN

4. Highlight the Arkansas record.
L

5. <Copy>

Infotype Edit Goto Extras System Help
g H I &Ee& | 208 mas | EE @D

< 5
List With},

g Info W4/W5 US

O] | e[ ]

Fersannel Mo
EE group

EE subgroup
(=3 Choose

Oprah F .| Status Active
PT14
995-32-7574

STow.

Mame
Fersannel ar
SSH
12/3179999

2600
1 Regular State Empl.
UE | Employee

o1s01 1300 to

DeGray Lake Resort State Park

Tax WWithholding Informations W45

|End date |Ta}{...|Desc:ription | |LI

12431/89999 AR Arkansa
12/31/9993 FED Federal

Begin date
0707 /2007

0707 /2007

Change the Start date. The warrant date is 2/13/2009 so the change date will

be 2/14/2009.
Change the filing status, in this scenario, to married.

<Enter> . This message appears.

= Display logs

Type|Message Text
£ WWithholding information is optional for tax autharity

Ll

3-12
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9. <Green check mark> . A delimit message appears.

||CI:I Record walid from 07012007 ta 12/351/99599 delimited at end |

‘(D itfithhalding infarmatian is aptional far tax authority

10.<Enter> . This message appears.

11.<Enter> to validate the information.
12.<Save> to save the information.

[=

Infoty Extras Systermn
810,11 | = VEd 12 o oo s 08 @

Copy Withholding Info W4/W5 US

[E][=]l2]

Fersonnel Mo 200 Mame

EE group 1 Regular State Empl. Personnel ar
EE subgroup UE | Employee 6 SSHM O95-32-7874
Start 0z 14s2008 [=is 12731799903

Oprah F .| Status Active
PT14 DeGray Lake Resort State Park

Status
Tax authority AR Arkansas Tax level =] State
Filing Status oz Mlarrie 7

Exemptions
Allowances
Additional allowance

Exemption amount
Additional exemption amount

=0

Upon saving the information and returning to the infotype screen, the first line is

the current entry because the end date is 12/31/9999. The second line with an

end date 7/20/2008 becomes the historical record.

=
Infotype  Edit Soto  Extras  System Help

& =04 H @@ 2 EE Bna8 | EE

List Withholding Info W4/W5 US

Q][] | o] e

Fersonnel Mo 2600 Mame Oprah F..| Status Active

EE group 1| Regular State Empl. Personnel ar FT14 DeGray Lake Resort
EE subgroup UE | Employee 35N 2896-32-7574

@& Choose DHEI’IHBEIEIU: 12/31/99839 STy,

Tax Withholding Informations WaAYS

02142009 12314999 AR Arkansas

| rmiooo7 02132008 AR Arkansaﬂ
FED Federal

07012007 12/31/9999

Begin date |End date |Ta}{...|Descripti|:|n J Current |LI
—_— 000 |

After making changes to Arkansas withholding information, you must make

changes to the Federal withholding information.

January 2010
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Action Steps for changes for Federal Withholding Information:
1. Highlight the Federal record.

2. <Copy> =
Infotype Edit Goto Extras  Systerm Help
& 5 o H @@ 200 B A E G
>

List Witpzording Info W4/W5 US
O[] @]

Fersonnel Mo ZE00 Marme Oprah F .| Status At
EE group 1| Regular State Ernpl. Personnel ar FT14 DeGray Lake
EE subgroup UE | Ermployees 55N 995-32-7874

= Choose o1/01/1800 to 1273179999 5Ty,

Tax Withholding Informations WA4A5
Begin date |End date |Ta}{...|DescriptiDn |LI |
02142009 12/31/9999 AR Acrkansas

| |[07/01/2007  02413/2009 AR Arkansas
J701/2007:  12/31/9993  FED Federal 1

3. Change the Start date. The warrant date is 2/13/2009, so the change date

will be 2/14/2009.
4. Change the filing status, in this scenario, to married.

5. <Enter> . The delimit message appears.

“TB Record valid from 07/01,/2007 to 12/31/9998 delimited at end|

6. <Enter> to validate the information.
7. <Save> to save the information.

Infotyp - Boto  Extras System
5,6 = qwa|gﬁﬂﬁ|@ﬁﬁﬁﬁlﬁl@

Copy Withholding Info W4/\W5 US

[=][=][2]
Fersonnel Mo 2600 Mame Oprah F .| Status Active
EE group 1 Regular State Empl. Personnel ar PT14 DeGray Lake Resort State Park
EE subgroup UE | Employee SSH 995-32-7874
Start 82.-"14.-"2809‘[0 12431799399
Status 3
Tax authority FED FEJ Tax level o Federal
Filing Status oz karried

Exemptions 4

Allowances
Tax Exempt Indicator IRS mandates

WWithholding adjustments
Add. withholding LUsD [ ron-resident tax calculation

Diefault formula 1| PCT MTHD-RES. L) Alternative formula
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Upon saving the information and returning to the infotype screen, the first line is
the current entry because the end date is 12/31/9999. The second line with an
end date of 7/20/2008 becomes the historical record.

&

Infotype  Edit Goto Extras  Systemn Help

2l ESE@ S HE RO [

List Withholding Info W4/W5 US

D)o )i

FPersonnel Mo 2600 Marrne Oprah F..| Status Ac
EE group 1| Regular State Empl.  Personnel ar FT14 DelGray Lak
EE subgroup UE | Employee 5N 985-32-7574

Choose DHEHHBEIEIW 1273179939 STy

Tax Withholding Informations WS

Benin date |En|:| date |Ta}{...|Descriptiun |LI |

024142009 [12631/9999 AR Arkansas
07012007 02A3/2009 AR Arkansas
A Current
02414,2009 124315999 FED' Federa
07012007 02432009 FED Federsg )
‘I‘% History

Changes to Bank Details (Infotype 0009)

Bank Details (ITO0O09) provides details for direct deposits. Occasionally,
employees move monies from their main account to secondary accounts. The
Bank Details (ITO009) allows employees to direct portions of their paycheck into
secondary bank accounts through direct deposits. When adding additional
banks, be certain to verify and enter the correct bank account number and type
of account (checking or savings.) Otherwise, the monies will not be transferred
appropriately. Verification is a must for the Bank Details (IT0009.)

@ Tricks and Tips:

The effective date for the Start date must be at least one day after the pay
date of the previous pay period. Note: consult the bi-weekly schedule of
pay period for correct days.

The bank number cannot exceed 13 digits.

3-15
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e Verify the amount the employee has designated to be deposited to the
Other Bank. The amount remaining after all the Other Bank designations
will be sent to the Main Bank.

e Do not exceed the net amount of the paycheck.
e The Payment method field defaults to D.

Scenario: On February 15, 2009, Rick Ramsey elects to change banks for his
direct deposit. At the same time, he is setting up a savings account. The
effective date for these changes is 02/08/2009, which is the beginning of a pay
period.

Action Steps for changing the Main Bank:

1. Enter Personnel no. <Enter> .
2. Select the Bank Details under the Payroll tab.

=)
3. <Overview> |“‘“‘
=
HE master data Edit Goto Extras  Utilities Settings  System  Help
& 1 dH @@ AR nhoo HE @
Maintain HR MasterData
3
Dl i) B 3] | £
Personnel no. [1435 ﬁ 1
Mame Rick Ramsey
EE group 1| Regular State E.. Pers.area HLE4 | Bradley County
EE subgroup UE | Employee Cost Center B27017 OF M BAADTO0
" Employment |ssues '| Career Management Beneﬁtsm Taxes , Garnis... ||, Kns
Infatype text |E| |_| Perind
| |Basic Pay o [*]| | ® Period
| |Recurring Payments/Deductions [+ From Ta
| |Additional Payments O Today O Curr.week
| [Cost Distrib% O Al ) Current manth
| |Bank Details v O From curr.date O Last week
| |Euternal Transfars (O Ta Current Date O Last month
Plawrall Statin ol
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4.

5.

9.

Highlight the bank record.

=
Infotype E 5 to  Extras Systemm  Help
& A EH I &E@ = 0 E B0 4a8  EE @ o

List BagK Details

| =

Fersonnel Mo 1435 Mame Rick Ra.|Status Withdrawn
EE group 1| Regular State Empl. Personnel ar HLE4 Bradley County
EE subgroup UE | Employes SEN 999-13-25811
FE cChoose 0140171800 To 12/31/9939 STy,
Start Date |End Date |F'ayee |F'ayment rmethod |Ela... |Elan|
| [AEnTA004:  12/31/9998  Rick Ramssy WWarrant for Payroll US<L

Enter the date (02/08/2009). Remember, this must be the beginning date of
the pay period.

Enter the Bank key (the routing number), Bank Account Number, and Bank
control key.

<Enter> . A delimit message appears.
"TB Recard valid from 02/01,2004 to 12/31/9999 delimited at end

<Enter> to validate the information.

10. <Save> to save the information.

[=
Mom Extras Systermn Help
: 2l AR @@ DB Saaa | HE @

Copy Bank Details \* 10

| [E h—
Personnel Mo 1435 Marme Rick Ra. | Status Whithdrawn
EE group 1| Regular State Empl. Personnel ar HLE4 Bradley County
EE subgroup UE | Employee SSM 9899-19-2811
Start Bzmarzarm JEEEE

Bank details 6

Bank Details Type tain bank =

Fayee Rick Ramsey

Fostal code £ city FI1671 Wi'arren

Bank country [WI=FLY =

Bank ey 053201301 Filthy Lucre Mational Bank

BEank Account Mumber 259745004 Bank contral key CHECKING

FPayment method D ACH Payment for Payroll

Furpose

Fayment currency usD

3-17
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After saving, return to the infotype screen to verify the entries.
=

Infotype Edit Goto Extras  System  Help

& I d H@e@aEe L EE OTos BEE @ DN
List Bank Details

[ P3| s ) =5

Personnel Mo 1435 Marme Rick Ra. | Status Wifithdrawn
EE group 1| Regular State Empl.  Personnel ar HLE4 Eradley County
EE subgroup UE | Employes S5N 999-19-2811
Choose 140141800 Tu:u 12/31/9999 STy
Start Date |End Date |F'a§,ree |F'a§,rment rmethod |Ela... |Elank Key
02/08/2009  12/31/9993  Rick Ramsey ACH Payrent for P US 053201801
:DBM1QDDd 02/M07/2009  Rick Ramsey ACH Payrent for P US 0320012655

Locating the bank key number
Click in the Bank Key field to activate the Find Bank box. Enter one or more

letters of the bank name followed by an asterisk in the Bank Name field or enter

the name of the city in the City field. <Green check mark> El to continue.

WM=Find bank

Bank Country (=

EBank ey

Eank name

ity little rock
BEBank number

SWWIFT code

Eank Branch

House nosstreet

Restrict RNumber soo

Bank Data box opens a list of banks meeting the search criteria. Compare and
verify the bank you select with the documentation provided by the employee

(routing number, location, etc.) Highlight the bank. <Green check mark> v to

continue.

I= Bank Data (1] 25 Entries found

W roicions |
FEEEEREE

C...IBank Key |Hame of bank IHouse numhber and s’t...lCity IBank Bra... ISW
LIS 011201526 Mighty hMoney Bank of Arkansas 88 Megabucks Dr. Little Rock

US 021001033 Multi Millionaires Bank & Trust Select Bank ick Road Little Rock
S 051403915 Checkbouncers Bank of Arkang Lane Little Rack
LIS 053201801 Filthy Lucre MNational Ban 2535 Sawhbucks Lwve. Little Rock
L3 053202318 Loot Keepers Bank of Arkansas 95 Treasure Trail Little Rock
LIS 064003205 Parsirmonial Bank and Trust 22 Tightwad Road Little Rock
LIS 064102818 Cash Keepers Bank of Arkansas 25 Piggybank St. Little Rock
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Action Steps for Adding a Second Bank
1. Enter Personnel no.

2. Select the Bank Details under the Payroll tab.
. P
3. <Overview> L
IEHB master data Edit Goto Extras  Utilities Settings  Systern Help
(] o 4 B &&@a@ D EE mTmasn BEE DS
Maintain HR Maq“g"ﬁata

D] ][] [af a2 3]

i 435{
Fick Ramsew

EE group 1| Regular State E..
LE| Employee

FPersonnel no.

Mame
Fers. area

EE subgroup Cost Center

HLE4 | Bradley County
527017

OFK BAAD100

Taxes | Garmis. . ||||I"I|

External Transfers

Fayroll Status

Payroll Results

Hourly Rate per Assignment

(4[| R ][]

/ Employment lssues -l Career Management . Benefits |
Infotype text |E| |_| Feriod
Basic Pay « [~]| | @ Period
_Recurring FPayrments/Deductions Fram To
:Additional Payments O Today 2 Curr.week
| |Cost Distribution O Al O Current manth
Bank Detail 2 L O From curr. date O Last week

O Ta Current Date
O Current Periad

O Last manth
O Current Year

=

Choose

The overview list shows bank details history. Now, add a second bank record.

O

4. <Create> to continue adding the second bank record.
=
Infotype Edit Goto Extras  System Help
& 4 B H @@ BHE hnoan HEE @
Li ank Details
O)[2]@][@]]
FPersonnel Mo 1435 Mame Rick Ra. | Status Wyithdranan
EE group 1| Regular State Empl.  Personnel ar HLE4 Bradley County
EE subgroup UE | Employee 35N 999-19-2811
B Choose  |B1/01/1800[&)To  [12/31/9993 STy.
Start Date |End Date |F'a3,ree |F'a3,rment rmethod |E|a... |E|ank Key
_DQ:"EIEI?‘_DDB 12/31/9999  Rick Ramsey ACH Payment for P US 053201801
| 09/01/2004  0207/2008  Rick Ramsey ACH Payrment for P JUS 082901266
3-19
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5. Enter the Start Date (02/08/2009), which must be the beginning date of the
pay period.

For Bank Details Type, select Other bank.

7. Enter the Bank key (the routing number), Bank Account Number, and Bank
control key. The Purpose field is for any comments, like - account for college
student.

8. Enter Standard Value or Standard Percentage. Standard value is the exact
amount to be deposited into this account. Standard percentage is a
percentage of the total warrant amount to be placed in this account.

9. <Enter> to validate the information.

10. <Save> to save the information.

=
Infaty 9 Goto  Extras  Systern  Help
@J =]« CEQ CHE Bhoa0 BE @
Create Bank Details 10
Personnel Mo 1435 Mame Rick Ra. |Status Wifithdrawn
EE group 1| Regular State Empl.  Personnel ar HLE4 Eradley County
EE subgroup UE| Employes 35N 999-19-2811

Start [z ta 12/31/9899
5
Bank details
Bank Details Type Other bank { g

Favee Rick Ramsey

Postal code / city 71671 WWarren

Bank country LISA, E

Bank Key 054003205 Parsimonial Bank and Trust 7
Bank Account Mumber 585702258 Bank control key SAVINGS

Favment method D ACH Payment for Payroll

Furpose

Payment currency =D

Standard Yalue 50.00 | USD 8

Standard Percentage

After saving, return to this screen to review an employee’s bank details history.
Ensure all the information is correct, especially the start date if a second bank
was added.
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[=
Infotype Edit Soto Extras System Help
& oA H &G & | 2 E S ;T A | EEE] & O
List Bank Details
O] Left hand side of screen
Fersonnel Mo 1435 Mlame Rick Ra.|Status Withdrawn
EE group 1 Regular State Empl.  Personnel ar HLEA Eradley County
EE subgroup UE | Employee S5 999-18-2811
Choose 17011800 [ To 12/31/9099 STy.
Start Date |End Date |F'ayee |F'a3tment rmethod |Eia... |Eiank ey |
02052009 12/31/59999 Rick Ramsey ACH Payment for P US 053201301 F [=]
09012004 0z2m07 22009 Rick Ramsey ACH Payment for P US 052901 266 F'EI
02082009 12/31,/9999 Rick Ramsey ACH Payment for P LS 054003205 P
| To scroll
|| [=]
=l
[<1[e]L I |[«1[»]

Scroll to the right, to view the rest of the information such as the bank key, name,
and account number. In the T column, the O stands for Main Bank, 1 stands for

Other Bank designations.

=

Infatype  Edit Goto

@

Extras

34 I @@@ N HE OHTtan BE @M

System

Help

List Bank Details

Right hand side of screen

[8]{Z|e T

January 2010

Fersonnel Mo 1435 Marne Rick Ra..| Status Wyithdrawn
EE group 1| Regular State Empl.  Personnel ar HLE4 Bradley County
EE subgroup LE | Employes S5M 989-19-2811
Choose B1/01/1800 Tn 12/31/9993 STy

Fayment method |Ela... |Elank Key |Name of bank |Elank Account |T |L
_ﬂxCH Payment for P..[US 053201801 Filthy Lucre Mationa.. 22659745004 a
| |ACH Payment for P U5 082901266 Plenty Peso Bank o, 9874522110 a
| JACH Payment for P U5 DB4003205 Parsimonial Bank a .. 598702258 1
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Objects on Loan (Infotype 0040)

Some agencies loan equipment such as cell phones, pagers, laptops, etc. to
employees. In order to track these things, enter the information under the
Objects on Loan (IT0040.) The Communications (IT0105) is mainly used to

record end user system ids.

Action Steps:
1. Enter Personnel no.

2. Select Objects on Loan under the Addtl. Employee Data tab.

3. <Create>

. (Use Create since this infotype contains no information.)

Edit Goto Litilities

HE mas
3 =

Euxtras

Settings

JEH @@ BEE 80O BE @ o

Systern Help

Maintain HR Master Data

]} 2 ) e s
2607 {

Mally Dukane
Regular State E..

Personnel no.
Marme
EE group 1

Fers.area

PT13| Daisy State Park

January 2010

EE subgroup UE |Employee Cost Center 443657 WIS Equip Tris 9.
Fersonal Data | " addtl. Ermployee Data Employment Issues | Career Management I ol
Infotype text |E| |_| Period
_Munimring of Tasks W [+]| | ® Period
| [Travel Privileges o E‘ From To
_Imernal Data —| | O Today O Curr.week
| |Pate Specifications L4 O Al O Current manth

Dbjects on Loan { O From curr. date O Last week
| [Internal Medical Service O Ta Current Date O Last manth
| [Challenge O Current Period O Current Year
| |Board & Commission Member Tracking @ |E Choose |

[~]
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4. Enter the Start and To date. Use 12/31/9999 for the To date until the

equipment is returned.

5. Select the object on loan from the drop-down list. <Green check mark>

Cbject on lo&n 1
R estrictions

11 Entrie = K

vlml[ﬁul[ﬂil-\;@ll
s

InTfotype: o000

| ==

STyp‘|Na-ne |
o1 ey (sd

oz Clothing

o= Books

o4 Toold=h

o= Cormpany 1D

=5 Zell Fhone

=7 Faoer

== Company Credit Card
=9 Cormpany Car

bt [SComputers_aptop |
=B e aspon

6. Enter number/unit (1/pieces).

Note: The asset number field is not being utilized at this time. To record
asset tag information, you may use the Comments field.

7. Enter comments, if needed.
8. <Enter> to validate the information.

9. <Save> to save the information.

=

Infotype, it Goto
8

Extras Systern  Help

B A e  SEHEISDL0(EE @

Create Objects on Loan 9

[E]|E 3

Personnel Mo 2607

Marme

Molly D..|Status Active

EE group 1| Regular State Empl.  Personnel ar PT13 Daisy State Park
EE subgroup UE| Employee S5 999-75-1543
Start [5/25/2008 tl:l 1243149939 i
4 5
Ohjects on Loan =z
Object on loan FA | Computer/Lapto
Murmberfunit 1 Pieces{
Azzet number
Company code ARK

Line 2
Line 3

Camments
Line 1 laptop for meeting and presentation. <!Z

January 2010
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Delimit Objects on Loan (Infotype 0040) — Object Returned

When employees return the objects or leave the agency, it is important to update
the Objects on Loan (IT0040.)

Action Steps:
1. Enter the Personnel no.
2. Select Objects on Loan (ITO040) under the Addtl. Employee Data tab.

3. <Delimit> .
=

HE rnaster da Edit  Soto Extras Lhilities  Settings  Systermn Help
& 3 DAl @@ O mTman B EE e m
Maijz«am HR Master Data

[O][2] e [t ][]

Personnel no.
Mame

EE group

EE subgroup

41
[=1=1c]

Mol1ly Dukane

1 Regular State E..  Pers. area

UE | Employee

Cost Center

PT13 | Daisy State Park

443657

IS Equip Trs 9.

Personal Data | " addtl. Employee Data Employment Issues . Career Management 1 [+]
Infotype text |E| I_l Period
| |Monitoring of Tasks | [=] @ Period
| [Trawel Privileges s [=] From To
| |Internal Data O Today O Currweelk
| |Date Speciﬂcatig w Al O Current month
| |©bjects on Loan = ) Fram curr. date O Last week
| |Internal Medical Semice 2 To Current Date > Last month
| |Challenge O Current Period O Current Year
Board & Commission Member Tracking =] |E| Choose I
=1
4. The delimit dialog box displays, enter the date the object is returned.
5. <Green check mark> :
=
HE rmaster data  Edit Goto Extras  Utilities Settings  Systerm Help
& B A H &G B E DR EE @ EE
Maintain HR Master Data
[&]
FPersonnel no. 2607
Mame Molly D
EE group 1| Regfill=Enter Delimitation Date Jna;m._gtate Park
EE subgroup UE | Empl Dalimit. Date B?;Bg,rgag.g% 4 MIS Equip Trfs 9.
Fersonal Data Career Management [+]
g I
Infotype text \\ IE.J] | Penod
| |Monitaring of Tasks s Period
Travel Privileges 5 o From To
Internal Data Today Currweek
Date Specifications v Al Current manth
_ObJECtS on Loan e From curr.date Last week
3-24
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6. Another information box appears. <Green check mark>

V|

=

HE master data Edit Goto Extras  Utilities  Settings  Systermn Help

| & IH @@ CHRE Do I EE @
. @3] Maintain HR Master Data

(8| 2| % s e TR

Persannel no. |ZBB? |

Marme Mally Dukane |

EE group |1_| Regular State E.. Pers.area IW' Daisy State Park

EE subgroup ’E' Ermployee Cost Center 443857 IS Erquip Trfs 9.
rl:':’lnfnrmatinn

Infotype
hlanitarin

:Travel Pr

_Internal Data ) Today CICurrweek
Date Specifications W Al (2 Current manth

() From curr.date ) Last week

|

7. Highlight the line of the item to change.

8. <Delimit> .
=

Infotype Edit Goto Extras  System  Help

v 10 e@Q CHE nan DR @

Delimit Objects on Loan

B

Pearsannel Ma 2607 Mame Molly D. | Status Active
EE group |T| Regular State Empl.  Personnel ar PT13 Daisy State Park
EE subgroup  |UE| Employee 55N |999-78-1543 |

& Choose 07 /08/2008, To 12/31/8999 STy, Dielimit.Date |07 f08/ 2008

Start Date |End DA€ |Objecton loan [Name [N |Loan object number [T

January 2010
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Upon returning to the main screen, a delimit message appears at the bottom
indicating the delimitation of the record is complete.

=
HE rmaster data Edit Soto Extras WHilities Settings  Systerm Help

& DA H  e@e DHE nnoan IE @m

Maintain HR Master Data

(D] ][] (e o) (2]

Eem7

FPersonnel no.

Objects on Loan

Internal Medical Service

Challenge

EBoard & Commission RMember Tracking

Mame Mol 1y Dukane
EE group 1 Regular State E.. Fers.area PT 13| Daisy State Park
EE subgroup UE | Employee Cost Center 443657 FIS Eqquip Trfs 9.
FPersonal Addtl. Employee Data Employment Issues , Career Management 11 ]S
Infotyvpe text [E.] |_| Period
hAonitoring of Tasks o @ Period
:Travel Privileges o From o7 f08/2008  To 1243179988
| |Internal Data O Today O Currweek
| |Date Specifications w Ol C Current month
Ll O From curr. date O Last week

O To Current Date
O Current Period

) Last maonth
O Current ¥ear

|'E| Choose

(4]0 T [[{][¥]

Direct selection

Infotype Ohjects on Loan

STw

1

&4 Records delimited I

To verify that the date changed on the record, <Overview>

Date changes from 12/31/9999 to 07/07/2008.

[

The End

=

Infotype Edit Goto Extras System

& 3

Help

JH e@aEe 00 nnan BE am

List Objects on Loan

]2 ]|

Personnel Mo 2607

Mame

Mally D..| Status

Active

EE group 1| Regular State Ermpl.  Personnel ar FT13 Daisy State Park

EE subgroup LUE | Employee 55N g9899-73-1543

& Choose 0178141800 Tu:u 12/31/9988 STy
Chve ey
otart Date |En|:| Date Ohject an loan |Name |N0. |L|:|an ohject number
052502008 { 07/07/2003 )2A Computer/Laptop 1T ARK

January 2010
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Another Second Method to Change the End Date:
Here is another way to change To date to show the equipment is returned.
Action Steps:

1. Enter the Personnel no.
2. Select the Objects on Loan under the Addtl. Employee Data tab.

| o
3. <Overview> ==
=
HE master data Edit Goto | 3 Ltilities Settings Systerm  Help
& | = | S @@ | L EE aomTmasn | EE @ o

Maintain HR hZ4ster Data

(][] [ [0 o [T ] | !—
Personnel no. psoF 1 [=

Marne Molly DuKane |
EE group T‘ Regular State E.. Pers.area PT 13| Daisy State Park
EE subgroup E‘ Employee Cost Center 443657 | IS Equip Tris 9.
Addtl. Employee Data
Infotype text |E |_| Period
Monitoring of Tasks o [=] @ Period
:Travel Privileges W =] From 07 f08/2008) To Im
_Intemal Diata O Today O Curr weelk
Date Specifications il : ¥ O Al O Current manth
D O From curr.date O Last week
| |Internal Medical Service O Ta Current Date O Last month
| |Challenge O Current Period O Current Year
Board & Commission Member Tracking =] |TE| Chaess I
=]

4. Highlight the line to change To date.

5. <Change> .

=4
Infotype  Edit Goto  Extras  System  Help

& | D dH e LHE DL AR @ o

List Objects on Loan

REEEE
5

Persn 2807 MName Molly D..| Status Active
EE group |1_| Regular State Empl.  Personnel ar PT13 Daisy State Park

EE subgroup  |UE|Employee SSN 1999-78-1543

2 Choose Q173171800 Ta 12731493933 STy,

EWA_
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6. Change To date to the date the object is returned.
7. <Enter> to validate the information.

8. <Save> to save the information.

[=
Infioty it Goto Extras  System  Help
! DA e@a LHE fnon BE @M
. N~
Change Objects on Loan \ 8
ElE
Personnel Mo 2607 Mame Molly D.|Status Artive
EE group 1| Regular State Empl. Personnel ar PT13 Daisy State Park
EE subgroup UE| Employee 33N 8999-¥3-1543
Start p5/25/2008 tl:l D?J"BQIEDDB Chng (0441472003 |LMFLOY DA 2
: 6
Objects on Loan
Object on loan ZA | ComputerfLaptop
Mumberfunit 1 Pieces
Asgset number
Company code ARK
Cormments
Line 1 laptop for meeting and presentation.
Line 2

After saving, return to List Objects on Loan. A message [ Record changed |
appears at the bottom of the screen indicating the End Date is successfully

changed from 12/31/9999 to 07/08/2008.

(=g
Infatype Edit Goto  Extras  System Help

& 3

JEHI@E@ SR 8ahaa BE @

List Objects on Loan

DjlZ]w][ae)

Mally D.|Status Active

Fersonnel Mo 2607 Marne
EE group 1| Regular State Empl.  Personnel ar PT13 Daisy State Park
EE subgroup UE | Employee S5M 988-78-1543
B Choose 01/01/1800 Tn 12/31/9999 STy,
Civerview
otart Date End Date Dhject an loan |Name |N|:|. |L|:|an ohject number
| [0eA2572008 070872008 A Computer/Laptop TARK

January 2010
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Organizational Assignment (Infotype 0001) -- Update

Administrators

Periodically, administrator positions change due to a promotion, reorganization,
or resignations. This information must be updated on the employee records. If
the effective date for the Organizational Assignment (IT 0001) extends beyond

the first day of the first pay period of the current fiscal year, the agency must

submit a request with justification for approval by OPM.

Before making any administrator changes, be sure you have received a
notification (Administrator Change form) to make the changes.

Action Steps:
1. Enter Personnel no.

2. Select the Organizational Assignment located under Personal Data tab

L

3. <Copy>

&

A E @@ CEE 8Tho0 EE @D

3
Maiy/ain HR Master Data

Ol

Personnel no. ZB07

—

January 2010

Marne Molly Dukane
EE group 1| Regular State E.. Pers.area PT13 | Daisy State Park
EE subgroup LIE | Employee Cost Center 443657 WIS Equip Trfs 9.
Addtl. Employes Data | Employment lssues | Career Management I nE
Infotype text |E| |—| Periad
| |Actions o [+ | @ Period
_F'ersonal Data W [+] From To
Drganlzatlunal.ﬂxsmgnm ----------- V4 O Today O Currweek
| |Addresses 17 CAll O Current manth
| |Basic Pay o () From curr. date O Last week
| |Family Member/Dependents O To Current Date O Last month
| |Residence Status v O Current Period O Current Year
| |Additional Personal Data W [=] |E| Choose |
Communication [+]
Direct selection
Infotype STy
3-29
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Change Start date.

Make changes as required to Administrator fields.

<Enter> . A delimit message appears.

Iﬁ) Fecord valid frorm 06/28/2009 to 12/31,/9999 delimited at end

<Enter> to validate the information.

<Save> to save

the information.

6,7 3

1
IE== 8 pOHRE DBo0 PR QB

Copy Organizational Assignment

=]

Cost Ctr 443857

Personnel Mo 2607 Marmea Mally D. | Status Active
EE group 1| Regular State Empl.  Personnel ar PT13 Daisy State Park
EE subgroup LE | Emplayes 55N 998-75-1543
Start D?HQIQDDQtU 12/31/9999
Enterprise structure 4
CoCode ARK State of Arkansas Leg.person
Pers area FT13 Daisy State Park Subarea 0AL1 OT,5td ASHBE

MIS Equip Trs 986 Bus. Area 300 DERT OF PARKS AND TO..

Fersonnel structure

EE group 1 Regular State Empl. FPayr area 11 Arkansas Brweekly
EE subgroup  |UE|  Employes Contract 1000 Hours/ ear [

Organizational plan
Percentage 100. 00

Puosition 22092272
Job key 22113410
Exampt K

Ory. Unit 21703173

Administrator
PersAdmin 104 | Cindy Hatak

C039C Tirne 102 | Jonathan Turn{
ADPT OFFICE MANAG . | PayrAdmin | 104 | Cindy Hatak

CO39C

ADPT OFFICE MANAG..

YWIC Dai GR
Yisitar Info Center Dais..

Additional fields
Benefits Administrator

12 Janathan Turner

January 2010
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Correction to Leave Accrual Date

OPM Class and Compensation calculates the corrected date. Changes involving
dates prior to the beginning of the fiscal year require the agency’s Central Time
Management or Specialist role assignee to perform a Quota Correction. Direct
guestions to OPM Class and Comp.

Scenario: Renee Rogers returned to work for a state agency on 12/28/2008. At
the time she was rehired, an incorrect date was entered for Leave Accrual. The
next day, Class and Comp sends an email to the PA Specialist with the correct
Leave Accrual date and Career Service Date of 7/13/2008.

Action Steps:
1. Enter Personnel no.
2. Click the Date Specification under the Addtl Employee Data tab.

3. <Change> .

=
HE master data Edit Goto Ewxtras  Utilities  Settings  System  Help

& 3 | A EH I Ca@d S HE Do EHE | @D

/fﬁ‘mmtain HR Master Data
NEEEEE

Persannel no. 2631 i 1

Marmne Fenee Rogers
EE group 1| Regular State E..  Pers.area PT55 | Yillage Creek State Park
EE subgroup LE | Employee Cost Center 446345 Yillage Creek GR
Employment Issues | Career Management I ]
Infotype text |E| |_| Period
| |Monitoring of Tasks [«]| | @ Petiod
| [Travel Privileges o E‘ From Ta
| |Internal Data —| | OToday O Curr.week
.Qai_e_ﬁﬂﬁﬁiﬂp_ﬁ_iﬂnﬁ_e% 2 14 O Al O Current manth
| |Objects on Loan O From curr.date O Last week
| [Intemal Medical Service O Ta Current Date (O Last manth
| |[Challenge O Current Period O Current Year
| |Board & Commission Member Tracking E' | Chonse |
[~]
3-31
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4. Enter correct Leave Accrual date and Career Service date.

5. <Enter> to validate the information.

6. <Save> to save the information.

[=

Infotype Soto
& >

Extras Systern  Help

DA EBeee DR B non IR @m

BN

Change Date Specifications

Personnel Mo 2631 MName Renee R. | Status Active

EE group 1 Regular State Empl. Personnel ar PTES *illage Creek State Park
EE subgroup UE | Employes SSH 999 -54-2555

Start 1252852008 to 12/371/833839 Chng 0471552009 |LMELOY DO

Date Specifications
Date type

Z1 | Qriginal Hire Date
Z3 | Latest Hire Date

Date
a7i1541
12752852

997
oog

Date type Date
4 rl._. L2 Career Service Date oy #13,2008
Z4 | Leave Accrual Date oF /1352008

Changing the Contract Field
The contract field on the employees Organizational Assignment (ITO001) along
with employee group and subgroup determines benefits eligibility for the
employee. Therefore, it is important for the contract field to reflect accurate
information to ensure proper eligibility of benefits enrollment for the employee.
Rehired retirees are eligible to be enrolled in a different retirement as long as
work requirements for the current retirement plan are satisfied.

Scenario: Randy’s work contract field has changed to 1000 hours a year.

Action Steps:
1. Enter the Person

nel no.

2. Click the Organizational Assignment under the Personal Data tab.

3

3. <Copy>

Lltilities

HRmaster Soto  Extras
m o H & & LGS 33T A s | EE & O

Settings Systerm  Help

M#/ntaln HR Master Data

FPersonnel no.

Mame
EE group
EE subgroup

IEI----- =] %|

2554
Randy FParker

1 Regular State E ..

UE | Employee

Addtl. Employee Data

FPers. area
Cost Center

PT10| Cossotot River State Park
444858 Cossatot SP

Employment Issues |, Career Management 11

Infotype text IE.] |—| Period
Actions w* (=] @ Period

:F'ersonal Data 2 o [l From To
Draanizational Assignm !9,£1, v O Today O Curr.week
Addresses o H O Al 2 Current month

January 2010
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Change the Start date to the beginning date of the current pay period in which
the change is being made.
Select the correct Contract field.

<Enter> . The delimit message appears.

E} Fecord valid from 06/28/2009 to 124315595 delimited at end |

<Enter> to validate the information.
<Save> to save the information.

G 6.7 2148w s [[CHEBES000 DR @6

Copy Organizational Assignment

EES

Personnel Mo 2684 Mame Randy P. | Status Active
EE group 1| Regular State Empl. Personnel ar FT10 Cossotot River State Park
EE subgroup UE | Employee S5N BE86-33-2211

Start pr/12/q008[)te  [12/31/9999
N 4
[

Enterprise structure

CoCode ARK State of Arkansas Leg.person
Pers.area PT10 Cossotot River State Park Subarea AL 0T, 5td ASHE
Cost Ctr 444868 Cossatot 5P Bus. Area 0900  DEPT OF PARKS AND TO ..

Personnel structure

EE group 1 Regular State Empl. Fayr.area 11 Arkansas Bi-Weekly
EE subgroup  |UE|  Employee Contract 1000 Hours/Y ear E£
Organizational plan Administratar
Fercentage 100. 60 FersAdmin | 100 Jeannie White
Position 22118773 COBBC Titne 100 | Jeannie White
DESK CLERK Fayr&dmin | 100 Jeannie White
Job key 22113583 CO86C
DESK CLERK
Exempt M
Ory. Unit 21703536 GenAdCos 5P
General Admin Cossata..

Additional fields
Benefits Administratar 104 Cindy Hatak
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How to Delete a Personnel Action in PA40

An action is a process containing a number of assigned infotypes. You may
delete a personnel action if you accidently use the wrong employee number is or
if an action is processed incorrectly. However, you cannot delete the Hire
action! In this process, we are not deleting the actual action. We are deleting
the information entered into the infotypes involved with the action.

The deletion process is a two-step process. First, access PA40 to verify which
infotypes are associated with a particular action. Second, access PA30 to select
the individual infotypes needed to make corrections. Here are the steps to delete
an action properly and to avoid errors in payroll. Use extreme caution when

deleting a personnel action!

Scenario: On May 10, 2008, you entered DROP information into the system

using the wrong personnel number.

Action Steps —in PA40 - Personnel Action

Enter the personnel number.

Select an action: DROP.

» whpE

Enter the effective date used in the From field.

<Execute> . This advances to the next screen.

i

H

Rl

rdaster Data Edit Soto Extras Litilities Settings Swsterm Help

@ 2 EH &G 2 E ST A FE

Personnel Actions

@E@?l

4

i

Personnel no. 2583

EE subgroup LUE | Employes

Marme Oueen Parker
EE group 1 Regular State E.. Fers.area PT18 | Ft.Smith/~*an Burg

From 19;81;2@38?;—
2

Cost Center AA45657F

RIS Equif

Fersonnel Actions

| I

Lction Type

Ipersonn... IEE = [=1 0] <] IEE subgr...l

Hire
Hire Board or Commission hMembr
Rehire

Rehire Board/Comim br
Re-employment of Retiree
Change in Pay/Posn Attributes
Transfer
Fromotion/Demotio 3
DROF
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5. Click (® Execute info group . This message appears.

"?@ Record stared only in Additional Actions infotype. Save|

0 4
6. <Save> . The below text box appears. <Green check mark>
[= Information
&P Focordis not saved Identical record already!
exists
=
Infotype Edit Goto Extras Systermn Help
) = qwalgﬂ%}&ﬁlﬁ‘@@@lﬁl
16 ]

Copy Actions

I:II:I |@ Execute info group ||;$9 Change info group |

FPers. Mo, 2583 5
Marme Queen Parker
EE group 1 Regular State Empl. Personnel ar PT13 Ft. Smith/™~an Buren|
EE subgroup UE | Employes S5M 888 -F7F-6664
Start foso1 /2008 tu:n 124314599949

Fersannel action

Action Type DROP s

Feaszon for Action o1 Deferred Retirerment Ciption

Starting with this infotype (Actions), write down the titles of the infotypes that

appear.

7. Copy Organizational Assignment, <Next record>

. Write it down.

=

Infotype Edit Goto Extras  System  Help

] 7 =

I8 e@e@ SHE DOLa HAE @0

Copy/drganizational Assignment

@ef2

FPersonnel Mo 2583 Mame Queen P | Status Active
EE group 1| Regular State Empl.  Personnel ar PT18 Ft.Smith/'an Buren Info. Cente
EE subgroup UE | Employes 33N g85-F7-6664
Start 1EI.;"B1.-‘2EIBBtD 1273179523
Enterprise structure
CoCode ARK State of Arkansas Leqy.person
Pers.area PT18 Ft.Smith/van Buren Infa. Cen.. Subarea DALY 0T, 5td ASHB
Cost Ctr 443657 MIS Equip Trfs 986 Bus. Area (E=]E]E] DEPT OF PARKS AMD TO ..

January 2010

3-35



AASIS Service Center

8. Copy Monitoring of Tasks, <Next record> . Write it down.
=
Infot dit Goto  Extras  Systemn  Help
& E I H @@ SHE Shos BAE @M
Cop//Monitoring of Tasks

Fersonnel ko 2583 Marne Oueen P Status Active
EE group 1| Regular State Empl.  Personnel ar PT15 Ft.Srith/A7an Buren Info. Cente
EE subgroup LE | Employee SSM BAB-7F7-6664
Task
Task Type DROFP Start Date &
Date of Task 10/01/2008 Processing indicator Mew task 1)

9. Copy Date Specifications, <Next record> . Write it down.

=
Infotype  Edit Goto Extras Systerm  Help

& Bl AH I C@@ S HEHE B0 EE | @D

9
Copy/Oate Specifications
EIS

Personnel Mo 2583 Mame Oueen P. | Status Active
EE group 1| Regular State Empl. Personnel ar PT15 Ft.Smith™an Buren Info. Cente
EE subgroup LE | Employee 55N 8858-7r-6664
Start 10401 /2008 tu:u 1243140999
Date Specifications
Date type Date Date type Date
Z1 | Original Hire Date o7 s /2007 Z2 | Career Service Date o7 o1 fzoa7
£3| Latest Hire Date oviol /2007 24| Leave Accrual Date oviot1 /2007
ZG|DROP Start Date 10701 /2008 ZH| DROP End Date 1070172015

After listing all of the infotypes for the action, you will return to the Personnel
Actions screen.

FParsannal no. [=4=F=kc] E]
[ E=Tagl=] Queen Farker
EE group il Reagular State .. Fers.area FT18 FtSmithswan Bure
EE subgroup UE Ermployves Cost Center AAZEST mMIS Ecquil
From oss10sz200s

Fersonnel Actions
__laction Twpe Fersonn... | EE group EE subg... ||

Hirs

Hire Board or Cormmission Mamibr
Rehire

Fehire Board/Zormim Mbr
Re-emplovment of Retiree
CThange in PawFPosn Attribute s
Transfer

Fromotion/Cermotion

RO

———
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In the first set of action steps, review the action and write down the infotypes
associated with the DROP action. In the second set of action steps in PA30,
review each infotype and delete the incorrect information. Instead of using

L
<Change> , use <Overview> l““‘ because it displays an overview of all the

records associated with the infotype.

Action Steps —in PA30 - Correcting the Infotypes

1. Enter PA30. <Enter> .

=
hlenu  Edit F ez Extras  Systern Help
& Faw %1 a0 eae M anoan

SAP Easy Access AASIS MENU

8l =] |

I [ Favorites
= i SAP menu

> [ Logistics

I [ Accounting

2. Enter the Personnel no. <Enter>.
3. Highlight the Actions infotype.

(]
4. <Overview> l‘““‘ because it reflects all the records associated with this
infotype.

[=
HE master data Edit Goto Extras  LHilities Settings  System  Help

& B dH@E@ SHE BDL80 EE @

Maintain HR Master Data

(87| %) e

Personnel no. 2583 2
Marne Queen FParker
EE group 1| Regular State E.. Pers area FT18 | Ft Smith~/an Buren Info.
EE subgroup UE | Employee Cost Center 443657 WIS Equip Trfs 9.
m Addtl. Employee Data , Employment Issues ;| Career Management I ]
Infotype text |E||_| Period
Actions. =, 3| & 2 | @Period
| |Personal Data o [+] Frorm To
| [Organizational Assignment o Fl O Today O Currweek
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5. Locate and highlight the line with the Start date of 10/01/2008.

6. <Delete> .

[=
Sota  Extras  Systermm Help

Infotype Edit
& = A H | &E@ | 2 =BT aas | EFE G D

List Actions

@éli

FPers. Mo, 2583
Marme Queen Parker
EE group 1 Regular State Empl. Personnel ar PT18 Ft.Smith/™~an Buren Info. Cente
EE subgroup UE | Employes SSM 888-77-6E664
BE cChoose o1s01 51800 to 12/31/79999
Start Date IEnd Diate IAct. IAction T'_-,-'pEI 5 IACtR |Reason for action IC IE..
AOMT/20080 12/31/9993 78 DROP 01 Deferred Retirerment Option 0 3
07012007 09302005 LF Hire 01 Mewe Hire ] 3
7. <Delete> [=1. A delimit message appears.
[® Previous record from 07/01/2007 to 09/30/2008 extended to 12/31/9999 |
8. <Delete> L=
= J
Infotype Edit Soto Extras Swxstem Help
= =T R B R B B . O e S 25 S = s P B B [ 3 N ez (N [
Delete Actions
77 (=] EI-E 7,8
(Pers. o
Mame DQuesen Parker
EE group 1 Regular State Ermpl. Personnel ar FT185 Ft.Smith/~“an Buren Info.
EE subgroup UE | Ermmployes SSH - e =1-1-¥1
Start 10501 52008 to 127531 ,9999 Chrng 04515520038 |[LMEFLOY D@
Personnel action
Action Type DROF =)
Reason for Action o Deferred Retirerment Option

9. The screen returns to List Actions. Verify the line is deleted by noting the line

€l

is no longer listed and a message appears at the bottom. <Back>
return to Maintain HR Master Data screen.

Infotype Edit Goto Extras Systern Help
& B dH I Q@@ DEE Do  EE @0
List Actions N
9

Pers.Mo. 2583
Marme Queen Parker
EE group 1 Regular State Empl. Personnel ar PT18 Ft.Smith"™an Buren Info. Cente
EE subgroup UE | Employee S5 885-77-6654
BE Choose o1s0141300 to 124319999

Start Date |End Date |.a'—\c:t. |Action Type |Ac:tR |Reason for action |C |E|

07 012007 12/31/2959 IF Hire o1 Mew Hire o 3
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10. Highlight the Organizational Assignment infotype.
11.<Overview> , because it reflects all records associated with this infotype.

=

HE master data Edit Goto Extras  Ubilities Settings  System  Help

& | NaHe@e DHE nnon DR @B

Maintain HR Master Data
[03][2 [ [T o1 1] |

Fersonnel no. |2583
Marme \Oueen Parker |
EE group |1_| Regular State E.. Pers. area FT18| Ft. Smith~Avan Buren Info.

EE subgroup IE' Employee Cost Center 443657 MIS Equip Tris 9.

Personal Data
Infotype text |E| |_| Period
Actions o [+ | @ Period
Personal Data o [~] Frorm To
D O Today O Currweek

12.Locate and highlight the line with the Start date of 10/01/2008.

13.<Delete> .

I—lrn‘u:ntype Edit Goto Euxtras System  Help
& B dH CEe SHE HDhLon BE @

List Organizational Assignment

ZlmlE< 1 |

Personnel Mo 2583 Marne Queen P..| Status Active
EE group |1_| Regular State Empl.  Personnel ar PT15 Ft.Smith//an Buren Info. Cente
EE subgroup Iﬁ‘ Employee S5M |E|E!E!—??—6664

& Selection o1/o1/1800(  to 12431/99588

MIS Equip TH.TIC FEAB . |P345 FP345

JD?’IEHL?EIEI? ARK PT1E 1 LIE 443657
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14.<Delete> . A delimit message appears.
E} Frevious record from 07/01/2007 to 09/30/2008 extended to 12/31,/99559 |

15.<Delete> .

=
Infotype  Edit Goto Extras  System Help

& B dEH GO 2 EEE 804N EE G

Delete Organizational Assignment

FIELEE= 1015 |

Personnel Mo 2583 Mame Queen P..|Status Active
EE group 1| Regular State Empl. Personnel ar FT18 Ft.Smith/an Buren Infa. Cex
EE subgroup UE | Employee S5l 885-77-6664

1EIIEI1I2I3EIB’[|:| 12/31/8889)  Chng |04/15/2009 | LMFLOYDE 1

Start
Enterprise structure
CoCode ARK State of Arkansas Leg.person
Pers.area PT18 Ft.Smith™an Buren Info. Cen.. Subarea 0AaL1 OT 5td ASHB
Cost Cir 443657 WIS Equip Trfs 956 Bus. Area 0900 |  DEPT OF PARKS AN

16.The screen returns to List Actions. Verify the line is deleted by noting the line

is no longer listed and a message appears at the bottom. <Back> & to
return to Maintain HR Master Data screen.
=
Infatype  Edit Goto  Esxtras  Systern  Help
& 2l HIQEe S0 Do HE @E
List Organizational Assignmk\*—
16
FPersonnel Mo 2583 Marne Queen P..| Status Active
EE group 1| Regular State Empl.  Personnel ar FT13 Ft.Smith//an Buren Info. Cente
EE subgroup UE | Employes 55N g88-77-6664
B Selection |81/01/1800 tn:u 1243172998
=tart Date ICDCle‘A |EEGrp|ESgrp |Cc:st Center ICnst center... |Org. LInit |F'ositi|:|n |J|:|h key
| D7D12007  ARKC PTIB 1 UE 443657 MIS Equip T TIC FSAE . P345 P345
3-40
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17.Highlight the Monitoring of Task infotype. In this step, two lines are to be
deleted.

18.<Overview> because it reflects all records associated with this infotype.

=

HE master data Edit Goto Extras  Utilities Settings  System Help

& | DA H @ SR Dho0 BAE @

Maintain HR Master Data
A EGEm]

Personnel no, |2583 |
Mame \Queen Parker |
EE group |1_| Regular State E..  Pers.area FT18| Ft. Smith/an Buren Info. ..

IE' Employee Cost Center 443657 WIS Equip Tris 9.

EE subgroup

Addtl. Employee Data

Infotype text 18 E. |_| Period
; [+]] | ® Period
Travel Privileges o g From Tao
19. Locate and highlight the line with the Task On — DROP End Date of
10/01/2008.
20.<Delete> .
=

Infotype  Edit Goto Extras  Systern  Help

& A B eEe  SHE DL BE @ E

List Monitoring of Tasks

Bjl2]
20

Personne 2583 Marne Queen P..| Status Active
EE group |1—| Regular State Empl.  Personnel ar FT13 Ft.Smith/™an Buren Info. Cente

EE subgroup  |UE| Emplayee SEN \BE8-77-6664

& Choose O1/01/1800|  to 12431798988 3Ty

m
=]

El 09012008

10/01/2008 7L DROP Start Date Mew task
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21.<Delete> .

=

Infatype Edit Goto Extras  System  Help

G 0B DHE Boas Inn on

Delete Monitoring of Tasks

EEENE— 21

‘Personnel Mo’ 2583 Marne Oueen P..| Status Active
EE group |1_| Regular State Empl.  Personnel ar FT18 Ft.SmithA/an Buren Info. Cente
EE subgroup  |UE| Employee SEN |888-77-6664 |

Chng |B4/15/2009 | LMFLOYDE1

Task
Task Type 'DROP End Date =]

Date of Task 1070142015 Processing indicator |Newtask Ik

22.Locate and highlight the line with the Task On — DROP Start Date of
10/01/2008.

23.<Delete> .

=

Infotype Edit Goto  Extras  Systern Help

& 10 H e SHE DDhon AR @M

23
List Monit¢fing of Tasks
(8] 2=

Personnel Mo 2583 Marme Queen P..| Status Active
EE group |1_| Regular State Empl.  Personnel ar FT18 Ft.Smith™an Buren Info. Cente
EE subgroup  |UE|Employee SSN |888-77 -6664

Choose o1/01/1800)  to 12431498988 5Ty,

Task On___[Task Type |Task Type Tex, | |Processing indicator _________ [Rerinder |
H

January 2010 3-42



AASIS Service Center

24.<Delete> . A record deleted message appears, and you are returned to
the Maintain HR Master Data screen.

=g

Infotype  Edit Goto Extras  System Help
& B AH GO  SHEIOTL8 AR @
Delete Monit{ ,, | of Tasks
Persannel Mo’ 2533 Marme Queen P..| Status Active
EE group 1| Regular State Empl.  Personnel ar PT18 Ft.Smith/van Buren Infg
EE subgroup UE | Employee M B888-77-6664

Chng (047152003 { LMFLOYDEY

Task
Tazk Type
Date of Task

El

Processing indicatar

DROP Start Date

1050172008 Mew task

25.Highlight the Date Specifications infotype.
26.<Overview> . All records associated with this infotype are reflected.

=7

HE master data Edit Goto Extras  Lltilities Settings  System  Help
& Dd H @@ S0 E Do HE @M
Maintain HR Mrmzig* Data
Az EEEDRZS—
Personnel no. 2583
Marre Queen Parker
EE group 1| Regular State E.  Pers.ares PT18 | Ft. Smith//an Buren Infa. ..

EE =ubgroup UE | Employee Cost Center 443657 MIS Equip Trfs 9.

Employment Issues . Career Management

Addtl. Employee Data

FPerzonal

Infotype text |E||_| Feriod
Maonitaring of Tasks [«]| | @ Period

| |Travel Privileges o [~] Fram Ta

_Internal Data 25 O Today O Curr.week
Pate Specifications: v OAl O Current manth
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27.Locate and highlight the line with the From date of 10/01/2008.

28. <Delete> .

(=g

Infatype

&

Edit Goto Extras Systemn  Help

3 dH e SHE ahoan BRE @

28
List Day« Specifications

m[a =[S

FPersonnel Mo 2583 Mame Queen P..|Status Active
EE group 1| Regular State Empl.  Personnel ar PT18 Ft.SmithMan Buren Info. Cente
EE subgroup UE | Employes 35N 888-77-6664
Chooge @1/01/1800| to 12/31/9999
J 27
Frarm /l'm— |D..|Date |D..|Date |D..|Date |D..|Date |D..|D
A0M1/20068  12/31/9999 71 07/01/2007  Z2 07012007  Z3 OF/01/2007  Z4 070172007 ZIG10.
| 07012007 D9/30/2008 1 O7AON/2007  I2 ORAOM/2007 3 07012007 74 O7A01.2007
29.<Delete> .
=
Infotype Edit Goto Extras  System  Help
@ 190 @@ CHE atoo BE @B

Delete Date Specifications

FEE

2583 Marre

Fersonnel Mo

EE group 1| Regular State Empl.  Personnel ar
EE subgroup LE | Employee SSN
Start [10/01/2008 tn 1243179988

Queen P .| Status Active
PT13
B85-77-6664

Chng |04 /1542009 | LMFLOY DO

Ft.Smith™an Buren Info. Cente

Date Specifications

Date type Date

£1| Criginal Hire Date o7 /0142007
£3| Latest Hire Date 07 f0142007
£G| DROF Start Date 10/01/2003

Date type

£2 | Career Service Date
Z4 | Leave Accrual Date
ZH|DROP End Date

Date

o7/ 01/2007
07/ 01/2007
100152015
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After deleting, the record deleted message appears and you are returned to
to click on each one

Maintain HR Master Data screen. Use <Overview>
again to confirm the deletions are processed.

=

Infotype Edit Goto Extras  System  Help

& D dEI@E@ =R 8048 HE @0

List Date Specifications

O[] [

Fersonnel Mo 2583 Marme Queen P..| Status Active
EE group 1| Regular State Empl. Personnel ar FT18 Ft.Smith/Yan Buren Info. Cent
EE subgroup UE | Ermployee 55N g585-77-6664
Choose [31/01 /1800 m 12/31/8888
From ITD ID..IDate ID..IDate |D..|Date |D..|Date ID.
F3 070152007 74 07/01/2007

07/01/2007  0930/20068 A1 07012007 22 OFA01,/2007

@Remember!

After this process, you must notify the Time, Payroll, and Benefits administrators
about the deletion of the action to ensure their records were not affected.
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